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OFFICE QF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
_RECORDS MANAGEMEN‘T DIVISION

lNSTRUCTiONS See Pubhcatlon No. 76=BM-1 for mstructlons on completmg th:s form Forward s;gned ongmal to
b Oepartment of Archives and History, Records ,Management Division, 330 Capitol Averjue Atlanta, Georgia, 30334
Attention: Scheduling Section. - ; .

_’ "APPLICATION FOR RECORDS RETENTION SCHEDULE
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| _._FORAGENCYUSE _ [1. Agency “A“Jdms ,. | ¥OR RECORDS MANAGEMENT USE
-\poncatlon Date . : GEOY‘Q'I a POY‘tS Authori ty Applncatson Number
l 9-13-78 Administration Division, Port Police '78 2.. 3 5"
Apphcatnon Nurrbervﬁ?f' T POSt Off1 ce Box 2406 ‘ Date Recerved Date Cornp!ated i
! 25 Savannah, Ge0rg1a 31402 PCT "31978 oc
IE—— T UmTmm= e TEE= LI T T T 0 T st TTTL TEL T — - bl et R ity 1:1-__2:_3__4878:“ e |
2. Person to Contact Workmg Tit!e Telephone Number
William L. K11roy, Jr | h1ef of Port Po]1ce 964-1721 21]
-3_. 7\ ction Fleque"ted 7 . f -~ - ' e
} 3 J Estaotish Retention Schedule, record wil! continue to accumulate.
i b. DO Dispose of present accumulation: no further accumulation anticipated.
_6__X Amend Application No. 101 _ " __ .. Check One: M Change; O Supercede; O Void__
U4, Dates of Series 5. Records Senes Tltla {followed by title used in off/ce if different)
Earliest Latest
1974 | 1978 | Gate Registers” e
6. f)w*sncn and C}fflca Function What is the function of the Dmston and the Office in which this record series is created?

The Port Police Department is responsible for vehicle security (1ssuance and maintenance

of all decal records, Togging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conduct1ng record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrols and key patrols through all

areas of the Port). Maintain fire prevention systems, conduct fire prevention and

. fire fighting training for Port Police personnel. Enforces traffic ordinances, develops
and maintains parking plan and maintains liaison with other agencies; example, Coast

Guard, F.B.I., G.B.I., Customs including surveillance, investigation and pilferage
activities.
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7. Heoor-d Series Descﬂptlon Thus fule contams the following documents (mclude form numbers and tm’es if any} ‘
Attach samples of the file.
Documents relating to: Security control at Port facilities.
Included are: | Gate register form showing: gate number, gate terminal, shift of

entry/exit, name of person receiving access, vehicle, decal or
T1icense number and state of issue, destination and in/out times.

File is arranged: Chronologically

8. Monthiy Reference Rate  How often are records referred to which are: T
One to six months old __3;5_7_.- __: Seven to twelve months old _._2._0_ ; Thirteen to twenty-four months old _____1..(.)_.._r.._;
twenty-five months and oider _ =  ____?
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12 1ega1 boxes

ey Legal-sizedrawers __ ____ :Shelves ______ _._.; Other (spec;fy} - et U

9. Annual Rate of Accumulation of Rerords
Letter-size drawers
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L YES | NO L10 Ouesﬂonngreﬁ (P|ace an "X" in the proper oolumn) ' o e ] e ' f“"-f‘h—‘-_
a. Is this the official copy of the series? : : - |
X | __1_ __ifnot.whereisit? i — ‘ — _— -
X b. Does the series contanrf confsdential mforrnatton requiring security handllng? If yes, cite Iaw or reg&ulat:on._
[ | X_ 1 ec Isthisavitalrecord? dff_%f___;_fﬁ____w“_m_w___f_‘uu_‘_;_ , - T
X | _d. Daoes this series have hlstoncal or long term research value? X . ' - '
¢. When one or two documents in the file make it necessarv to keep the entire file for a long penod could these
L L,x_ . .documents be scheduled separatelv? . ‘. e e -
X [t th_emformatlom contained in this series ever pubushed? i ves, anach copY. ... e —_ )
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
1 X ) ___fves.attachcoov... . . _ .. ... o e - _— ]
h. Is there a duplication of this series in your office, or in another office or agency?
X | \fves.where? . . e -
|4 X1 i 1s this series for a maior portion_of it} requlariv ml;LQf]Jmed’ S .
s J X | i. Does the record series result i in a computer printout? _ ) RO —
11. Ratention Requirements T The following requires the series to be kept
a. State Law e e e, Y BATS, d. Audit period e 2 YRATS,
b, Szatute of limitation ——m . —a. .. uYEQTS, e. Administrative need , — 2 ~.years,
_— .years. f. Federa! retention instructions years,

c. Federal faw

Attach copy or excerpt of laws or regulations. Explain administrative need.

el

12. Annmved Dlspc-sntnon Instfuctlons

Thls agency recommends that the file ser:es ‘be cut off at the end of each:

___month_

SRR <1 1-1: I

O Hold in the current tiles area
K} Transfer to loca! holding area, hold
O Transfer to State Records Ceater; hold ..

— mpnth(s) —

O Caiendar Year; O Fiscal vear; & Other

.-year{s}); then

__year(s}; then | ;
—..-year(s}); then

X Destroy.
5 Transfer to State Archives for permanent retention,
O Other {Specify}

These instructions apply to all prior and future accumuliations of the series.
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| Records Management Officer (Signature) B [ ] 7_ Date

L _Date

_g_ency Head/Desagnee (ngnarurel
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(If disapproved, attach letter
of explanation.] '

Attorney General/Demgnee
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State Records Co:gyuttee {Signature) Date ;
Recommendations in para- T T e e "—“’& - e e - - — el
graph 12 are approved. _State Audior/Designee ™~ | /8-30-7
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